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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.050

SCHEDULE NUMBER

5D-9

TiTLE

DISTRICT BUDGET SERVICES

““MARCH 1976

PAGE ] PAGES

ofF §

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM APPROVED
RETENTION

DISPOSITION/REMARKS

1.

3a.

BUDGET PREPARATION FORMS;

FINAL BUDGET (Adopted)

PRELIMINARY BUDGET (Adopted)

- BUDGET WORK PAPERS

Budget input forms, used by Budget
Officer +to gather data from Dist-
riect departments and schools to
"buiid" budget. May include all
or part of the following forms:

PRELIM~
INARY AND FINAL BUDGETS.

1. PROGRAM BUDGET SUMMARY-

Shows estimated revenues by account
number and_estimated expenditures

OPR

OFM

OFM

OFM

1. Distriet Budget
Office

. BPI
. District Supt.

ESD
. District Board

[ RN, JF o VRN \b)

1. District Budget
Office

2. District Supt!

3.70ther"'District

Offices

L, SPI

5. ESD

6. District Board

1, District Budget
Office

2. Program Direc-
tors.

Other Dist. Off,

T Years

Permanent

Other copies distributed for infor-
mational purposes should be discarded
as guickly as lnfbrmatlonal purpose is

served.

2 Years {optionhl)

Optional
5 Years

Permanent
Until adoption

Optional
Optional

Permanent
5 Years
Permanent

2 Years

2 Years

2 Years

Same as above
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WASHINGT~** STATE SCHOOL DISTRICT
GENERAL RE. DS RETENTION SCHEDULE

REFERENCE: RCW 40.74,070 & WAC 414.24.050

SCHEDULE NUMBER

b -9

"% DISTRICT BUDGET SERVICES

DATE

MARCH 1976

pAGEz OF 4 PACG

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

-MINIMUM APPROYED
RETEMTION

DISPOSITION/REMARKS

29

3b.

2. PROGRAM EXPENDUTURES ESTIMATES
SALARY .

Shows salary items by function,
sccount number, FTE base amount,
benefits by position.

3. PROGRAM EXPENDITURE ESTIMATES
NON- SALARY ITEMS

Breakdown of spending plan. Shows
object or sub-gbjects, account
number , amount requested.

k. STATEMENT OF PURPOSE

¥orm used to write narrative state-
ment of funciionfpurPose &f pro=
gram or department. Justification
document accompanying cost | figures

BUDGET INPUT FORMS/PRELIMINARY
BUDGET ONLY

1. PROGRAM BUDGET PROJECTION-
SALARY ITEMS

Lists salary items by type or posi-
tion, certificated, professional,
secretarial, etc., numbers of FTEs,
amount for current or proposed
budgets.

2. PROGRAM BUDGET PROJECTION-
NON- SALARY

Lists objects, contracted services,
travel

DEM

District Budget
Office

2 years

CHIEF EXAMINER OF MUNICIFAL CORFPCRA TIONS

STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414-24.050

SCHEDULE NUMBER

TITLE

SD- ¢

DISTRICT BUDGET SERVICES

“"MARCH 1976

PAGE

OF4

PAGES

ITE

NO.

M RECORDS SERIES TiTLE AND DESCRIPTION

CLASS

MINIMUM APPROYED

DISTRIBUTION RETENTION

DISPOSITION/REMARKS

3c.

BUDGET INPUT FORMS— FINAIL, BUDGET
ONLY

1. REVENUE REVISION FORM

Used to indicate changes only from
preliminary budget. Shows revenue
account number, description, change
from- to.

2. EXPENDITURE REWVISION jFORM

Used to indicate (changes lonly, from
preliminary budget."mSame as C-1,
above, only for expenditures.

3. SALARY EXHIBITSm(SUMMARYWBY
SCHOOL}

For elementary, Junior high, senior
high, recap shows FTEs, amount
extra help costs and carry over for
each school.

L., SALARY EXHIBIT SUMMARY BY PRO-
GRAM

Lists estimated revenues, summary
of estimated expenditures, staff
costs, FIEs, non-salary other

ob ject costs, totals.

6. SPECIAL PROJECT BUDGETS- OVER
STATE AND FEDERAL.

INPORMATIONAL BUDGET LETTERS AND
MEMOS DISTRIBUTED BY BUDGET QFFICE

oMM 2 Years

OFM 1. District Budget 1 Year

Office
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‘ WASHINGT” " FTATE SCHOOL DISTRICT
GENERAL REC _..0S RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.050

SCHEDULE NUMBER

SD-9

™% DISTRICT BUDGET SERVICES

“"MARCH 1976

FPAG

PAGE 4 OF 4

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM APPROVED
RETENTION

DISPOSITION/REMARKS

L.

n9

INFORMATICONAL BUDGET LETTERS AND
MEMOS DISTRIBUTED BY BUDGET OFFICE
(CONTINUED)

8. Notification to school of bud-
get expenditure (allotment) plan.
b. WNotification of preliminary
and final allocations.

¢. Other instructional or infor-
mational data on budget or allot-
ments. '

ANNUAL REPORT OF SCHOOL FUNDS FROM
COUNTY TREASURER '

BUDGET OFFICER'S MONTHLY, FINANCTIAL
AND STATISTICAL REPORTS, TO /THE
BOARD

BUDGET STATUS REPORT. Shows
revenues, expenditures, adjustments
and balances on a YTD basis,

0PR
OFM

OFM
OFM

OFM

OFM

2. Program Direc-~
tors ) :
3. Schools

1County Treasurer
2Distriet Budget
Office )
1Board Of Direct-
ors

2. District Budget
Office .

1. District Budget
Office

2. School Prinei-
pals

1 Year

1 Year

T Years
Until
audit
Permanent
T Years

affer

2 Xears

1 Year

{Part of Board Minutes)

May be found in accounting rather thar
the Budget Office

o .
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WASHINGTON STATE SCHOOL DISTRICT
GEMERAL RECORDS RETENTION SCHEDULE

'REFERENCE: RCW 40.14.070 & WAC 414.24.050

g9

SCHEDULE MUMSBER TiTLE VATE .

SD-10 DISTRICT -PURCHASING SERYVICES MARCH '\975 : PAGE 1 oF ] PaGES
‘Jg“ RECOADS SERIES TITLE AND DESCRIPTION cLAsS DiSTRIBUTION “*“‘ﬁgﬁz“ﬂpﬁgg"in _ DISPOSITION/RUEMARKS .

fids & Gueks - byl e | |

©1.|BIDS AND FORMAL QUOTES DYAUTL 0PR |1. Purchasing T years * Unless litigation is pending

(ir- wviting) . — / \‘-k___v,/ . _

Sugccessful and wmsuccessful 7 LT Vorafon

,/ e A ad o pme ArFe T / - -E‘“L"’!' f i % wa?
2.|PRICE CHECKS & INFORMAL QUOTES OFM [1. Purchasing 1 yesar
By telephone, but recorded. ’
~ 3.{PURCHASTING REQUISITION | oFM 1. Purchasing 3 years
Request from school or department OFM }2. Reguesting 0£f. | 1 year
for goods or sexwices to be obtained
by Purchasing Depariment, -

4 . {PURCHASE ORDER OFM |1, Purchasing 3 years If this copy is used as document on
Order issued o vendor to supply 10PR 2. Accounting OfF. T yeers which payment is authorized, otherwise
specific goods or services at a OFM |3. Reguester | 1 year after purchasing copy is OPR.
given price. e audit. . :

B/A 4. Vendor N/A -
OFH 5. Additional copifsl year after
audit.
5. WITHDRAWAL OR CANCELIATIN O OI_?‘E-‘Z 1. r'urchasi ng 3 years
PURCHASE ORDEX H/A 2. Vendor
| - T N | S
‘/\}arsr ousl  invZiees Y
(DVIQ- car y) R
1 ]

Fo

T“E ATTYORNEY G z Q
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WASHERGTO!

TE SCHOOL DISTRICT

_ GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 42.14,070 & WAC 414-24.050

SCHEDULE NUMBER

TITLE

“MARCH 1976

SD-11 DISTRICT WAREHOUSE/CENTRAL STORES SR TR NN
e RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION “'“‘:‘;’;‘;jﬁ,gg"“ . BISPOSITION/REMARKS
1. |PURCHASE ORDERS OFM [1. Warehouse/Store { Until after
Copies used as Receiving reports audit
OPR |2. Accounting Off. | T years
2. |WAREHOUSE REQUISITIONS . OFM |1. Warehouse/Store | 1 year
) - : OFM [2. Accounting Off. | Until after
audit.
) OFM {3. -Requisitioning | 30 days
Office
o : : . _ -
™1 3. [PaCKING sLIPS . {OFM [1. Warehouse/Store| 1 year
Bills of lading, shipping manifest 10FM i2. Accounting Off. | Until after
copies audit.
L. [DAMAGE & LOSS CLAIM|FORMS OFM 1. Warehouse/Store | Gntil after
) . andit.
OFM 2. Accounting Off. | Until restitu-
tion.
5. |FINANCIAL REPORTS OFM [1. Warehouse/Store | 1 year
B OFM 2. Accounting Off. | 1 year after
o " | audit.
6. |WAREHOUSE INVENTORY OFM |l. Warehouse/Store | Until Supersedef .
) OFM 2. Accounting Off. Until superseded
OFM [3. Purchasing IIntil superseded .
Fow‘ENE . ( HIEF EXAMINER OF MUNICIPAL CORFORA TIONS STATE ARCHJVIST
LY » .
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WASHINGTOHN STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14,070 & WAC 414.24-050

SCHEDULE NUMBER TITLE . DATE
SD-13 NON-RECORD MATERIALS MARCH, 1976 Pace ] oF ] Paces
",IOE’M RECORDS SERIES TITLE AND DESCR!PTION' CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED AS NON-RECORD AND
MAY BE DISPOSED OF AS SOON AS THEY HAVE SERVED THEIR PURPOSE.
1. | Catalogs, trade journels, and other printed or published materials received from other offices, commerecial firms, or

private institutions which require no action and are not needed for documentary purposes.

Electrostatic, photocopy or other copy device copy of correspondence, completed forms, bulletins, etc., prepared for
reference and informational distribution. :

Letters of transmittalywhich do not add any iafermation to6 thentransmitied material.

Miscellaneous noticesyer memorandsa which do notmrelate to thefuntticonalwresponsibilitysefsthe sgenicy, e.g., notices
of community affairs, employee meetings, holidays, etc. :

Preliminary drafts of letters, memoranda, reports, worksheets and informal notes which do n@t represent significant
basic steps in the preparation of record documents. )

6. | Reproduction material, such as stencils, hectograph masters and offset plates.

7. ] Routing slips used to direct the distributicn of documents.

8. | Shorthand notes, stenotype tapes, and mechanical recordings which have been transcribed into typewritten or printed
form. ) ' : )

9. Stocks of agency publications, forms and printed documeﬁts, preserved for supply purposes, which are superseded,
outdated, or otherwise valueless {a minimum supply of eagﬁtgaﬁgication must be on file with the State Library'for
distribution purposes, and one copy must be sent to the « Archives for historical preservation).

10. | Telephone messages, "While You Were Away" slips, check slips or similar forms used to convey non-policy informational
messSages. .
THE ATTORNEY'GER‘E‘RQL . [ EF EXAMINER OF MUNICIPAL COHPC;RAT!ONS STATEAigl;lIVIST
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) WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14,070 & VAC 41424.050
SD-7a DISTRICT PERSONNEL SERVICES - GENERAL “MARCH 1976 race 1 o § rhces |

ITEM
NO.

RECORDS SERIES TITLE AND DESCRERPTION

T CLASS

CISTRIBUTION

MINPMUM APPROVED
RETENTION

DISPOSITION/REMARKS

EMPLOYEE PERSONNEL FILE. File fold-
ers usually consisting of some of
the forms cited in other parts of
this Schedule, i.e., application,
correspondence, credential file
{destroyed when employed), letiers
of commendation, transcripts, his-
tory card, pay and leave history
card, (may be transferred to Person-
nel from Payroll upon termination
of employment), work performance,
evaluation forms.

EMPLOYMENT EVALUATION INTERVIEW
FORMS. Evaluation checklists and
questionnaires used for personal
interviews between applicants and
staff. May show name of applicant,
position considered for, location,
narrative evaluation, date of
interview.

EQUAL OPPCRTUNITY EMPLOYMENT IN-
QUIRY FORMS. Used in lieu of asking
racial/sexual, etc., information on
application form. #2 used to replacg
first in personal file in order to
gather data for federal reports.

OFM

OFM

OFM

District Personnel
O0ffice

District Personnel
Office

District Personnel
Office

T Years after
termination of
employment

2 Years

Original - 2
Years or until
applicent is
hired, then su-
perseded with
#2, retained foxy
duration of em-
ployee file.

7 years after termination of employment
except as otherwise specified for
specific forms

HE ATTORNEY
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WASHINGT

3TATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.050

SCHEDULE NUMBER

TITLE

SD-7a

DISTRICT PERSONNEL SERVICES - GENERAL

DATE

MARCH 1976 -

PAGE 2 OF

5

PA

ITEM
NOC.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINBAUM APPROVED
RETENTION

DISPOSITION/REMARAKS

b,

WORK PERFORMANCE EVALUATIONS. Used
as a checklist by supervisors for

1 evaluating employee work, quality,

work habits, interests, etc.

EMPLOYMENT REQUISITION. Prepared by
location or office where job is
opened, goes to budget which ap-
proves hiring, then goes to Person-
nel for referral purposes, contains
position specifications, special
requirements, sction and approval
blocks, used by Personnel to select
and refer qualifiedapplicants.

REFERRAL/RECOMMENDATION DOCUMENT.
Iist of qualified applicants by
Personnel referred to requesting
office and that office's recommenda-
tions in return.

REQUEST FOR INTRA-DISTRICT TRANSFER.J
Lists position requested, (subject,
level, etc., for teachers), job
title, location, summary justifica--
tion, resume' and training, quali-
fication, present assignment.

LETTERS OF RESIGNATION

OFM

OFM

OFM

OFM

OFM

1. District Person
nel Qffice

2. Employee
3. SBupervisor

District Personnel
Office

District Peréonnei

District Personnel
Office

District Personnel

LWhile employed

N/A
1 Year

2 Years

2 Years

1l Year

T Years

"[Filed in individual personnel file

FOBNTHE ATTORNEY GE‘E.‘“}_/
K4 '

S|

CHIEF EXAMINER OF MUMICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24-058

10,

AUTHORIZATION FORM. Prepared by de-
partment, school, individual, and
sent to Personnel to initiate changg
i.e., change in job, location, posi-
tion, termination, resignation, etc;
Shows name of employee, present
status including job title, school/
department, days, rate of pay,
first and last days’worked] reason
for action. From this a Personnel
Action Authorization isg)issuved by
Personnel to notify Payroll, reguesd
ing office and employee of action
taken by the Board of Directors.
(May be part of same form particu-
larly in case of computerized recorA
system) -

EMPI.OYEE HISTORY CARD. Provides a
summary of employment, shows name ot
employee, certificate number,
teacher, date service began, degree‘
issued, issuing institutions, retire
ment number, social security number
birthdate, teaching certificates,
issue and expiration dates, health
certificates and dates thereof,
places and dates of teaching employ-
ment, experience, salaries, special
assignments, sutrjects taken, credit

v

Ef Y

OrM

5)

nel Qffice

2. Requesting
Office

3. District Pay- |
roll Office

District Personnel
Offlce

of employment
Until superseded

T Years after
termination

Until superseded

7 years after termination of employment :

SCHEDUWLE NUMBER TITLE DATE

SD-7a DISTRICT PERSONNEL SERVICES - GENERAL MARCH 1976 PAGE 3 ofF 5 Paces
i RECORDS SERIES TITLE AND DESCRIPTION cLAss DISTRIBUTION M A T ROvVED DISPOSITION/REMARKS i
9. | PERSONNEL ACTION REQUEST and/or OFM | 1. District PersonfUntil terminatid¢n If pay history card is kept, otherwise

FOF‘:THE ATTORNEV ER

CHIEF EXAMINER OF MUNMICIPAL CORPORA TIONS

STATE ARCHAVIST

GAA- 0A
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WASHINGTON STATE

SCHOOL DISTRICT

CENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCw 40.1

4,070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE

SD-7a

DATE

MARCH 1976 .

TN -T2 | )

oF 5 P

DISTRICT PERSONNEL SERVICES - GENERAL

MINIMUM APPROVED

Suggestion box type of form, routed
to management.

‘Jg‘_"‘ RECORDS SERIES TVITLE AND DESCRIPTION cLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
10.| EMPL.OYEE BISTORY CARD (Continued) OFM | District Personnel|7 Years after
and dates. Usually kept for certif Office termination
icated staff only, may contain some :
of same data as payroll history card
if such is kept separately for
. Payroll. -
11.] ABSENCE RECORD. Summary of absencesg OFM | District Personnel|7 Years
by type, date, etc.’ - : Office
12.f SCHOOL EMPLOYEE HEALTH CERTIFICATE. | OPR | 1. District Persont Years after {Filed in individual personnel folder.
Received from County HEalth Depart= nel Office terminationrofyAfterstermination may be transferred
ment as evidence that employee (has empl oyment or gaining district if employee transfer
passed T.B. exam., Bhows employee until supersededer re—employed elsewhere within T yes
name, X-Ray number ./ address/and OFM { 2. County Health 5 Years unless Jof termination
occupation Departnment test 1Is positive,
then filed in h
patient chart
13.| REQUEST FOR PUBLIC RECORD. I-276 OFM | District Personnel|l Year May be filed with Assistant Superinte
compliance form for personnel and Office ' B dent
all other information requests.
Lists information desired, purpose,
whether for reading or copying,
name and signature of requestor,
and organization'represented.
14.! FORMER EMPLOYEES QUESTIONMAIRE. OFM jDistrict Personnel|l Year

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT
- GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.050
SCHEDULE NUMBER TITLE ATE
SD-7a DISTRICT PERSONNEL SERVICES - GENERAL MARCH 1976 PacE 5 or 5 eaces
’J;"" ﬁsconos SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION Mm':g?EANPTF;SSVED - DISPOSTTION/REMARKS
15.} AUTHORITY TO WITHHOLD PAYROLL OFM | 1. District Persontl School Year
WARRANT. Prepared by authorizing | nel Office
department sent to Central 0Office | OFM | 2. Central Office |1 School Year
as instruction and authority to 3. Requesting De- |1 School Year
withheld paycheck due to employees partment
for failure to turn in keys, no X-
Ray, etc. 'Lists employee name,
location, reason for withhelding, .
who holds warrant, name of person 3
releasing warrant @ndidate, origi-
nating office, signature of request-
ing officer and releasing officer.
|
FOR 1 E Am CHIEF EXAMINER QF MUNICIPAL CORF‘ORATEONS 5TATE ARCHIV[ST
AA. 5 A
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WASHINGY «i STATE

SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.1

4.070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE -

SD-7¢

DISTRICT PERSONNEL SERVICES - CLASSIFIED EMPLOYEES

DATE

MARCH 1976

PAGE 'I OF '| =

MINIMUM APPROVED

DISPOSITION/REMARKS

name , address, previous employers,
education, persdhal data, birthdate,
references, qualifiecations, skills,
list of licenses, credentials, ete.

CLASSIFIED EMPLOYEES "CONTRACT".
Consideration notification, notes,
date of board action, position
filled, location, step and class,
vacation days, base pay, total
salary.

APPLICATTION FOR LEAVE

OFM

N/A

OFM

N/A

1. District Persond
nel Office
Employee

nel Office or Pay-
roll
Employee

1. District PersondUntil after

Years

2. Hired - 7
Years after
termination of
employment

1 Year or until

superseded
N/A

audit

N/A

1TEM RECORDS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION RETEMNTION
1. |APPLICATION FORM. Lists applicant OFM |District Personnel (1. Nonhired - 2 May be filed in Employees' Persocnnel

Folder -

May be used in lieu of Employee Chang
Notice ' .
iProvided history card retains pertine
data ’

EF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE §CH00L PISTRICT . ' )
GENERAL RECORDS RETENTION SCH&DULE
REFERENcg ﬁcw 40, M 070 g. yu.c 4;4. 4.;;50 .
SCHEGULE fouMBER THFLE 4 = CATE - ‘ T —— e
EVALUATION _ . _ I . ~OCT, 1982-‘ - | .E"?‘EF' ] =F 1 BAcEs
ITEM RECORDS SERIED TTLE ANP oE?canTlQH guass otsrﬁgﬁgqg%g F R BF-,““QN ) _F!?ég?lf;'ol';!;fﬁEﬁ;fn&; T
1. | PRELIMINARIES ot | Evaluation 1onesr evaluatiou o
Evaluation request or pr0posal ' ' ' Originating off:l.ce Qomplepeq, .
approval, etc, - . o :
1 2. | sugveys Jome . | Evaluation ., - 9 yearq
Includes supportmg data,
S ' Requesting office - =
Gentral Admln‘ .

TFor THE ATTORNEY GENERAL

CHIEF EXAMINER OF MUNICIPAL CORRORS TIONS & -
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